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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Marketing Assistant POSITION
NUMBER 01-0085 JOB SERIES: 0303 PAY LEVEL: NF-2 Summary of Duties:

Assists in the administrative duties associated with planning, initiating, and implementing a comprehensive
marketing program including public relations, advertising, research, and commercial sponsorship.

Assists with the coordination of MWR publicity through newsletters, newspapers, Plans of the Day, brochures,
posters, and other media sources.

Prepares draft articles for newspapers and newsletters. Assists in researching and developing resources available to
provide cost-effective and profitable programs, events, promotions, and activities. Assists in the preparation of
brochures, flyers, posters, videos, newsletters, and other media sources. Ensures media distribution. Maintains
calendar of command events to assist with coordination and promotion. Performs a variety of clerical assistant tasks
such as controlling correspondence, preparing routine correspondence, responding to telephone inquiries, etc.
Performs other related duties as assigned.

Minimum Qualifications:

A minimum of one year of clerical experience. Experience of marketing/advertising preferred. Ability to use
computer-based programs such as Harvard Graphics, Word Perfect, survey tabulation, etc.



